King County Superior Court

Administrative Records Request Form
General Rule 31.1

Requestor Information (required):

Printed Name:

Last First Ml

Address:

Street City State Zip Code

Telephone: () FAX: ()

E-mail Address:

Signature:
Your signature certifies that you will not use any list of individuals for commercial purposes.

Description of Requested Record(s) It is important to be as specific as possible as to name, location,
date, and type of record requested. Please use additional sheets as necessary.

Procedures:

(1) The Public Records Officer will respond within five (5) working days from receipt of this
administrative records request, unless this request is to a court that meets irregularly. In such case, the
response to the request will be provided within thirty (30) calendar days of the request.

(2) The procedures, the fee structure for providing records and the process for appealing the decisions
of the Public Records Officer regarding exemptions, redaction and identification of the records can be
found at http://www.kingcounty.gov/courts/SuperiorCourt/info/public-disclosure.aspx. If you
would like a printed copy of the procedures, please contact the public records officer using the
information noted below.



http://www.kingcounty.gov/courts/SuperiorCourt/info/public-disclosure.aspx

Fees:

There will be a photocopying charge of $.15 per page or scanning charge of $.10 per page for each
record. There is a separate charge for the costs to mail records. In addition, after the first hour,
$30/hour will be charged for staff time to process your request. All fees are payable by exact cash,
cashier’s check, money order, or credit card with a 2.49% fee (with a $1.49 minimum) in advance of
receiving the record.

Public Records Officer:

Name: Linda Ridge or Malinda You Phone (206) 477-4342
Fax: (206) 205-1360 E-mail Address: SCAdminRecordsOffice@kingcounty.gov
Request Received: at AM/PM

By:



mailto:SCAdminRecordsOffice@kingcounty.gov

